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SHELTON STATE COMMUNITY COLLEGE 
Office of Disabilities Handbook 

Introduction 


Policies, Procedures, and Resources 

Shelton State Community College (SSCC) is committed to the achievement of maximum human potential. In keeping with 
this, the college fully supports and complies with the Rehabilitation Act of 1973 (Section 504) and the Americans with 
Disabilities Act of 1990. SSCC endeavors to provide students an opportunity for success with as few deterrents as 
possible. SSCC strives to create a welcoming environment and works in good faith to meet the needs of all populations. 

SSCC provides services and reasonable accommodations pursuant to Section 504 of the Rehabilitation Act of 1973 and the 
Americans with Disabilities Act of 1990 and in compliance with the policies established by The Alabama Community College 
System. The Alabama Community College System is committed to working with individuals with disabilities. It is a goal of 
The Alabama Community College System to ensure that students with disabilities have the programmatic and architectural 
accesses needed for integration into campus life. 

All applicants must meet the academic and technical standards requisite to admission or participation in programs and/or 
activities at Alabama Community College System institutions. Alabama Community College System institutions will not 
reduce standards in the grading and/or evaluation of students. Academic requirements that are determined by the 
respective college to be essential or fundamental will not be modified. 

Shelton State Community College (SSCC) policy calls for reasonable accommodations to be made for students with 
disabilities on an individualized and flexible basis. It is the responsibility of students with disabilities, however, to seek 
available assistance at SSCC and to make their needs known. The Office of Disability Services (ODS) is the designated 
office that obtains and files disability-related documents, certifies eligibility for services, determines reasonable 
accommodations, and develops plans for the provision of such accommodations for students with disabilities. 

This document is intended to acquaint students with the procedures for ensuring access to Shelton State Community 
College for students with disabilities. If you have any questions regarding disabilities or reasonable accommodations, 
contact the Office of Disability Services: 

Office of Disability Services 
Shelton State Community College 
9500 Old Greensboro Rd. 

Box 280 

Tuscaloosa, AL 35405 

Phone: 205.391.3958 
Fax: 205.391.3946 

Shelton State Community College is committed to the policy that all persons shall have equal access to its programs, 
facilities, and employment without regard to race, color, creed, religion, national origin, sex, age, marital status, disability, 
public assistance status, veteran status, or sexual orientation. 


Alabama Community College System Guidelines 
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The Alabama Community College System institutions abide by the following guidelines for assisting students with 
disabilities. 

1. Alabama College System institutions are not subject to IDEA. Community colleges comply with the 
Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990. 

2. Alabama College System institutions are not required to seek out and identify disabled students needing 
reasonable accommodations. STUDENTS MUST SELF-IDENTIFY AND REQUEST ASSISTANCE. 

3. Students must furnish adequate documentation of disabilities from medical or other appropriate professionals. 
lEP’s are NOT acceptable forms of documentation. Documentation is confidential and will not be released without 
permission. 

4. It is recommended that students needing accommodations provide documentation and requests for accommodation 
3-6 months in advance of the first term of enrollment. 

5. Accommodations provided will depend upon (1) nature and type of disability, (2) requirements of course or activity, 
and (3) skills and functional limitations of the student. 

6. Requests for accommodations must be made with the Office of Disability Services each term of enrollment. 

Alabama Community College System institutions will not fundamentally alter or modify course or program 
requirements. 

The student must discuss accommodations with each instructor. 


Prospective Students 

Admission to Shelton State Community College 

The Office of Admissions handles all applications for admission to Shelton State Community College. Admissions 
standards are described in the SSCC Catalog/Student Handbook and must be met by all students, regardless of disability. 
When to self-identify as a student with a disability is a decision for the student. However, prospective students are 
encouraged to contact the Office of Disability Services for information regarding services and facilities and to discuss 
questions pertinent to admission as well as the essential functions related to individual programs. 

New Student Registration 

The Admissions Office and the Counseling Center offer a series of S.T.A.R.T. Up Days for entering students. Students with 
disabilities are encouraged to contact the Office of Disability Services during these sessions. Students who need 
accommodation during S.T.A.R.T. Up Days should contact the Admissions Office and the Office of Disability Services upon 
receiving registration materials. 

Services for Students with Disabilities 

To be eligible for disability-related services, students must have a documented disability condition as defined by the 
Americans with Disabilities Act of 1990 (ADA) and Section 504 of the Rehabilitation Act of 1973. Under the ADA and 
Section 504, a person has a disability if he or she has a physical or mental impairment that substantially limits one or more 
of the major life activities (walking, standing, seeing, speaking, hearing, sitting, learning, breathing, and taking care of one 
self). 
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Office of Disability Services and the Office of the Dean of Student Services 

At Shelton State Community College, the Office of Disability Services, and the Office of the Dean of Student Services are 
the designated offices that obtain and file disability-related documents, certify eligibility for services, determines reasonable 
accommodations, and develop plans for the provision of such accommodations. Reasonable accommodations are provided 
to ensure access to all College courses, programs, services, activities, and facilities, including those that are off-site, such 
as field trips, internships, and field work. Services for students with disabilities focus upon providing individualized 
accommodations and support services, where necessary, for meeting SSCC demands while promoting student 
responsibility and self-advocacy. The Office of Disability Services and the Office of the Dean of Student Services view the 
provisions of reasonable accommodations for students with disabilities as a collaborative effort, requiring the cooperation of 
faculty, staff, students, and appropriate agencies. 

Students who choose not to self-identify when they enter SSCC do not forfeit their right to identify themselves and to receive 
accommodations at a later date. However, SSCC is not obligated to provide accommodations or services for 
students with disabilities until students are registered with the Office of Disability Services and have made known 
their need for accommodations each semester. Accommodations are not retroactive in this situation. 

Library Access and Assistance 

For library users with physical disabilities, reasonable efforts will be made to maintain a barrier-free facility. Although some 
book stacks have shelves beyond the reach of someone in a wheelchair, assistance is available at the Circulation and 
AV/Reserves desks upon request. Other types of assistance may also be requested at these service areas or in any library 
office. 

Additional accommodations for library services or facilities for persons with disabilities will be made on a case-by-case basis 
in compliance with the Americans with Disabilities Act (ADA) of 1990. Determination of "undue burden" under that act will 
be made by the Director of Library Services in conjunction with the Dean of Student Services, who is the Title 94-504 
Coordinator for the college. 

Parking 

Special blue zone parking areas are available for students who qualify for accessible parking by their home state. Students 
with disabilities must obtain a handicapped zone parking permit by presenting a copy of their state certification (which 
specifically names the student as operator of vehicle) to the Security Officers at the desk in the Atrium. The fee for 
accessible zone parking permits is identical to other students parking fees. 

Counseling Services 

Career and academic counseling is provided by the Counseling Center. Contact the department at 205.391.2232. 

Learning Center 

The Learning Center is available to all students from 7:30 a.m. until 7:30 p.m. Monday through Thursday and until 4 p.m. on 
Friday. Students are welcome to use the computers for internet services, email, research, or word processing. The Learning 
Center also provides tutorial help with English and Math concepts. A schedule of times when tutors are available is located 
at the front desk of The Learning Center. For questions, please call 205.391.2984. 


Documentation 
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Eligibility for Services 

The ADA coordinator requests disability-related documents from the appropriate licensed professional to certify a student as 
having a disability and to determine reasonable accommodations. It is the responsibility of the student to request 
accommodations each semester from the ADA coordinator. The cost of obtaining documentation is borne by the 
student. If the initial documentation is incomplete, outdated (more than 3 years old), or inadequate to determine the extent 
of the disability and reasonable accommodations, the ADA coordinator has the discretion to require additional 
documentation. Any cost of obtaining additional documentation is also borne by the student. 

A detailed description of the required documentation is available in Appendix A of this document and from the Office of 
Disability Services. 

Determining Reasonable Accommodations 

A reasonable accommodation is a modification or adjustment to a course, program, service, activity, or facility that enables 
a qualified student with a disability to have an equal opportunity. An equal opportunity means an opportunity to attain the 
same level of performance or to enjoy equal benefits and privileges as are available to a similarly-situated student without a 
disability. SSCC is obligated to make a reasonable accommodation only to the known limitations of an otherwise qualified 
disabled student. To determine reasonable accommodations, the ADA coordinator may seek information from appropriate 
college personnel regarding essential standards for courses, programs, services, activities, and facilities. Final 
determination of reasonable accommodations is made by the ADA coordinator. Reasonable accommodations are 
determined by examining: 

1. the barriers resulting from the interaction between the documented disability and the campus environment; 

2. the possible accommodations that might remove the barriers; 

3. whether or not the student has access to the course, program, service, activity, or facility without accommodations; 
and 

4. whether or not essential elements of the course, program, service, activity, or facility are compromised by the 
accommodations. 


Academic Accommodations 

Providing reasonable accommodations for students with disabilities requires an individual assessment of need and is a 
problem-solving process. Specific accommodations depend upon the nature and requirements of a particular course or 
activity and the skills and functional abilities of a particular student. ODS may recommend the following academic 
accommodations, based upon appropriate documentation and individual class requirements. 

• Academic Classroom Aids: Students may use calculators, dictionaries, word processors, spell checkers, and/or 
grammar checkers for in-class work when reasonable. 

• Assistance with Registration: All students registered with ODS are eligible for assistance with registration. ODS 
does not advise students on curriculum and course selection. Academic advisors are located in the counseling 
center. 

• Reading Assistance: Students may request readers, text-to-voice computer software, and/or Books on Tape 
through ODS. 
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• Tape Recording, Note Taking Assistance, and Scribes: Students may tape record class lectures and /or request 
peer note takers. ODS can provide carbonless paper for note takers. ODS may also be able to provide scribes 
and/or readers for students requiring such assistance. Ample notice must be given to the ODS department. 

• Testing Accommodations: Testing accommodations may include extended time reduced-distraction testing 
environments, and/or alternate test formats (such as Braille or orally administered tests). Students are to discuss 
testing accommodations with the instructor at the beginning of each semester. 

• Sign Language Interpreting: Students who are deaf and hard of hearing may be provided with state 
licensed/permitted interpreters. 

Services of a personal nature are not considered academic accommodations. Examples of personal services include 
tutoring, transportation, and attendant care. 

Students with disabilities are responsible for informing SSCC about the disability and the need for reasonable 
accommodation. This should be done prior to or upon enrollment at SSCC and each subsequent semester. Students 
must furnish adequate documentation of their disabilities from medical or other appropriate professionals in order to 
substantiate the need for services. 

Obtaining Academic Accommodations 

1. Disabled students who require accommodations must seek assistance from the Office of Disability Services in a 
timely manner, usually prior to the start of classes or as soon as a disability becomes known. It is recommended 
that students needing accommodations complete the appropriate application and requests for accommodation at 
least one month in advance of the first term of enrollment. 

2. Disabled students will provide documentation as needed or requested. 

3. The Office of Disability Services will file official documentation of the disability, including information about the 
manifestations of the disability. 

4. The Office of Disability Services will ensure that disability-related documents are kept confidential and shared with 
college personnel on a limited and need-to-know basis only. 

5. The Office of Disability Services and the student with a disability will discuss the interaction between the disability 
and the academic environment and determine reasonable accommodations. Consultation with faculty, staff, and 
outside professionals regarding essential elements and reasonable accommodations will occur in situations that are 
new, complex, or sensitive. 

6. The Office of Disability Services will outline the process for the provision of reasonable accommodations and will 
present this verbally and in writing to the student. In determining reasonable accommodations the following 
questions will be answered for the student: 

• what accommodations will be provided; 

• why will they be provided; 

• when will they be provided; 

• who is responsible for providing them; 

• how will they be provided. 

Standard policies and procedures established by the Office of Disability Services for auxiliary aids and services 

will be included in the plan. 

7. The Office of Disability Services staff will write individualized letters to faculty members certifying that the student 
has a disability and stating the determined reasonable accommodations. The provision of accommodations is often 
shared among faculty, the student, the Office of Disability Services staff, and the Dean of Student Services; the 
letter details the provision of the recommended accommodations, including who is responsible for the provision of 
the accommodations; when the accommodations will be provided; and how they will be provided. The letter also 
invites faculty to contact the Office of Disability Services if there are concerns or questions about the 



8 


accommodations. Instructors are expected to assist with the provision of accommodations when reasonable and 
necessary. Instructors are not expected to compromise essential elements of the course or evaluation 
standards. 

8. Students with disabilities will be responsible for contacting the Office of Disability Services if reasonable 
accommodations are not implemented in an effective or timely way. The Office of Disability Services staff will work 
with college personnel and disabled students to resolve disagreements regarding recommended accommodations. 

9. Students with disabilities who believe they have been discriminated against on the basis of their disability may file a 
grievance with the Office of Disability Services and the Office of the Dean of Student Services. 

Accommodation Requests 

Accommodations are provided on a semester-by-semester basis. ODS prepares a letter addressed to the instructor of 
each class for which students request accommodations. Students are responsible for requesting accommodation letters 
from ODS at the beginning of each semester, delivering these letters to instructors, and scheduling the requested 
accommodation letters at any time during a semester, but instructors are not allowed to provide accommodations until 
they receive ODS accommodation letters from students. Finally, students are responsible for reporting to the ODS any 
concerns about implementation of accommodations. 

An intake meeting with one or more of the ODS staff is required by all students in order to receive 
accommodation letters. 

Receiving academic accommodations at SSCC is a four-step process: 

1. Students obtain accommodation letters from the ODS at the beginning of each semester. 

2. Students hand-deliver accommodation letters to each instructor. 

3. Students contact each instructor several days before accommodations such as extended test time and reduced 
distraction testing are needed. 

4. Students report any concerns about accommodations to ODS as soon as possible. 

Confidentiality and Release of Information 

ODS and the Office of the Dean of Student Services are the only offices that have access to documentation and information 
related to students’ disabilities. Documentation is confidential. In addition, confidentiality is maintained in all verbal 
conversations between the ODS staff members and students. Generally, no information is released to anyone outside of 
ODS without the students’ informed and written consent. ODS may release information to SSCC officials if there is a direct 
threat to the health or safety of SSCC students, faulty, and or staff. 

Grievance Procedures 

Students with disabilities are responsible for contacting the Office of Disability Services if reasonable accommodations are 
not implemented in an effective or timely way. The Office of Disability Services works with college personnel and the student 
with a disability to resolve disagreements regarding recommended accommodations. Students with disabilities who believe 
they have been discriminated against on the basis of their disability may file a grievance with the Office of the Dean of 
Student Services 

Questions and concerns regarding accommodations and services for students with disabilities should be directed first to 
ODS. If ODS staff members cannot resolve an issue, a meeting with the student, the instructor (if appropriate), an ODS staff 
member, and the Director of Student Services may be requested. If an agreement is not reached at this point, the student 
may file a formal, written appeal. The appeal should clearly describe the complaint in detail and should be transmitted as a 
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confidential document to: Dean Tommy Taylor, Dean of Student Services, 9500 Old Greensboro Road, Tuscaloosa, AL 
35405. 

During the grievance process, students are entitled to receive all accommodations recommended by ODS. It is important 
that concerns are addressed promptly so that the student’s participation in courses is not affected. 

Procedure for Filing a Discrimination Complaint Based on Disability 

• Consult with ODS staff members. 

• If the situation is not resolved in Step 1, meet with the instructor (if appropriate), ODS staff members, and the Dean 
of Student Services. 

A student who believes she or he has been discriminated against on the basis of disability can file a complaint with the 
Office of the Dean of Student Services. To file a complaint alleging discrimination, notify the Office of the Dean of Student 
Services in writing and provide the following information: 

1. the issue involved in the alleged discriminatory act; 

2. identification of the complaining party’s alleged disability; 

3. the date of the alleged discriminatory act(s); 

4. details of what allegedly occurred; and 

5. identification of witnesses who have knowledge of the alleged discrimination. 

If it is determined that law and/or college policy was violated, a remedy to the problem will be offered. If it is determined that 
there was no violation, the complainant will be informed, and other options for possible resolution of the complaint will be 
explained. 


Appendix A 

Documentation Requirements for 
Verification of Disabilities 
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Application and Documentation Guidelines Overview 

Students with disabilities who attend or plan to attend Shelton State Community College and who need support services in 
the form of academic adjustments, modifications to policies, or auxiliary aids and services to ensure equal access to 
programs and services offered by Shelton State Community College are encouraged to apply for assistance through the 
Office of Disability Services. The Office of Disability Services assists Shelton State Community College in meeting its 
ethical and legal obligations. The application process includes the following: 

• Submitting the appropriate application for services; 

• Providing documentation of the disability that meets the enclosed guidelines; 

• Receiving communication from the Office of Disability Services explaining the status of the student’s eligibility for 
services and/or what additional information is needed to further consider the application; and 

• Meeting with the ADA coordinator to collaboratively discuss and plan for disability-related needs and services at 
Shelton State Community College. 

Requirements for Verification 

The Rehabilitation Act of 1973 (Section 504) and the Americans with Disabilities Act of 1990 state that qualified students 
with disabilities who meet the technical and academic standards at Alabama Community College System institutions are 
entitled to reasonable accommodations. Under these laws a disability is defined as any physical or mental impairment 
which substantially limits a major life activity, a history of such an impairment, or the perception of such impairment. 
Alabama Community College System institutions do NOT provide disability documentation for students. It is the student’s 
responsibility to provide appropriate documentation to Office of the Dean of Student Services to request accommodations. 
Appropriate documentation is defined as that which meets the following criteria for each of the disabilities listed on the 
following pages. 

Please send documentation to the following address: 

Office of Disability Services 
Shelton State Community College 
9500 Old Greensboro Road 
Box 280 

Tuscaloosa, AL 35405 

Office: 205.391.3958 
Fax: 205.391.3946 
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Mobility Impairments 

(Includes but is not limited to: Multiple Sclerosis, Cerebral Palsy, Clubfoot, Neurological Impairments, Spinal Cord Injuries, 
Cancer, HIV/AIDS, Muscular Dystrophy, Spina Bifida) 

Further assessment by an appropriate professional may be required if other disabling conditions are indicated. Appropriate 
accommodations are collaboratively determined by the student and the Office of Disability Services at Shelton State 
Community College. 

All reports should be typed on letterhead, dated, and signed. 

1 . Qualifications of the Evaluator: The evaluator’s name, title, and license/certification credentials must be stated. 

2. Current Documentation: Evaluation data must be no more than three years old. 

3. History to Support Diagnosis: A description of the duration and severity of the disorder must be included. In 
addition, date of diagnosis, last contact with the individual, and approximate date of onset should be included. 

4. Assessment of the Mobility, Sensory, and/or Systemic Disorder: A description of current symptoms and current 
treatments must be included. If the student is taking any medication related to the disability, the evaluator should 
describe the impact of that medication on the student’s ability to participate in an academic environment. 

5. DSM-IV or ICD-10 Diagnosis: A specific statement that the student is diagnosed with a particular disorder, 
including the DSM-IV or ICD-10 diagnostic (numerical) code, is required. 

6. Substantial Limitation to Learning: A mobility, sensory, or systemic disability must limit a major life activity, such 
as walking, learning, seeing, or sleeping, and there must be a significant limitation relative to what is common to the 
average person. The evaluator must describe the major life activity affected by the disability and describe how the 
disability presents a substantial limitation to academic performance. 

7. Recommendations for Accommodations: The report must include specific recommendations for academic 
accommodations and the rationale for those accommodations. 

A history of accommodations does not, in itself, warrant the provision of similar accommodations at SSCC. 

Please return the report or address any questions regarding documentation to the following: 

Office of Disability Services 
Shelton State Community College, Box 280 
9500 Old Greensboro Road 
Tuscaloosa, AL 35405 
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Hearing Impairments 

Physicians are qualified to provide diagnosis and treatment of hearing disorders. Audiologists may also provide current 
audiograms. The diagnostician must be an impartial individual who is not a family member of the student seeking services. 

The following guidelines are provided to assist the Office of Disability Services in collaborating with each student to 
determine appropriate accommodations. Documentation serves as a foundation that legitimizes a student's request for 
appropriate accommodations. This documentation must be in the form of a letter or report from the treating diagnostician. 
Appropriate documentation includes: 

1. A current letter/report (within one year) dated and signed providing both quantitative and qualitative information 
about the student's abilities that might be helpful in understanding the student's profile, for example, current 
functional abilities and limitations and the need for adapted aids, such as hearing aids. 

2. A clear statement of the diagnosis of deafness or hearing loss, with an audiogram that reflects the current 
impact the deafness or hearing loss has on the student’s functioning. 

3. A summary of assessment procedures and evaluation instruments used to make the diagnosis and a narrative 
summary of evaluation results, if appropriate. 

4. Medical information relating to the student's needs and the status of the individual’s hearing (static or changing), 
including the current treatment and medication and the impact on the demands of the academic program. 

5. A statement of the functional impact or limitations of the hearing loss on learning or other major life activities, 
and the degree to which it impacts the individual in the learning context for which accommodations are being 
requested. 

Further assessment by an appropriate professional may be required if co-existing learning disabilities or other disabling 
conditions are indicated. Appropriate accommodations are collaboratively determined by the student and the Office of 
Disability Services at Shelton State Community College. 

Please return the report or address any questions regarding documentation to the following: 

Office of Disability Services 
Shelton State Community College, Box 280 
9500 Old Greensboro Road 
Tuscaloosa, AL 35405 
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Visual Impairments 

Ophthalmologists and optometrists are the primary professionals involved in diagnosis and treatment of individuals who are 
blind or experience low vision. The diagnostician must be an impartial individual who is not a family member of the student 
seeking services. 

The following guidelines are provided to assist the Office of Disability Services in collaborating with each student to 
determine appropriate accommodations. Documentation serves as a foundation that legitimizes a student's request for 
appropriate accommodations. The documentation must be in the form of a letter or report from the treating diagnostician. 
Appropriate documentation includes: 

1. A current ocular assessment or evaluation from an ophthalmologist or optometrist (within one year); 

relating to the student's needs and status of the individual’s vision including the current treatment and medication, 
and the impact on the demands of the academic program. 

2. A low vision evaluation of residual visual function/ A current letter/report (within one year); suggestions as 
to how the disabling condition(s) may be accommodated*, dated and signed providing both quantitative and 
qualitative information about the student's abilities that might be helpful in understanding the student's profile, for 
example, current functional abilities and limitations and the need for adaptive aids, such as corrective lenses. 

3. All reports must be in narrative form, typed, and signed by the physician. Chart or clinic notes are NOT 
acceptable as documentation. 

Further assessment by an appropriate professional may be required if co-existing disabling conditions are indicated. 
Appropriate accommodations are collaboratively determined by the student and the Office of Disability Services at Shelton 
State Community College. 

* A history of accommodations does not in itself warrant the provision of similar accommodations at UA. The final 
determination of eligibility for services rests with the ODS. 


Please return the report or address any questions regarding documentation to the following: 

Office of Disability Services 
Shelton State Community College, Box 280 
9500 Old Greensboro Road 
Tuscaloosa, AL 35405 
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Psychological Disorder 

(Includes but is not limited to Anxiety Disorder, Depressive Disorders, Post-Traumatic Stress Disorder, Bipolar Disorders, 
Obsessive Compulsive Disorder, Schizophrenia, and Neurosis) 

Further assessment by an appropriate professional may be required if other disabling conditions are indicated. Appropriate 
accommodations are collaboratively determined by the student and the Office of Disability Services at Shelton State 
Community College. 

All reports should be typed on letterhead, dated, and signed. 

1 . Qualifications of the Evaluator: The evaluator’s name, title, and license/certification credentials must be stated. 

2. Current Documentation: Evaluation data must be no more than three years old. 

3. History to Support Diagnosis: A description of the duration and severity of the disorder must be included. In 
addition, relevant medical, familial, and social histories should be included. 

4. Assessment of Psychiatric Disorder: The evaluator should include specific evaluation data to support a 
diagnosis of a psychiatric disorder. Results of standardized assessments, rating scales, or checklists are important, 
but need not be the sole criterion for a diagnosis of a psychiatric disorder. A description of current symptoms and 
current treatments must be included. If the student is taking any medication related to the disability, the evaluator 
should describe the impact of that medication on the student’s ability to participate in an academic environment. 

5. DSM-IV or ICD-10 Diagnosis: A SPECIFIC statement that the student is diagnosed with a particular disorder, 
including the DSM-IV or ICD-10 diagnostic (numerical) code, is required. 

6. Substantial Limitation to Learning: A psychiatric disability must limit a major life activity, such as learning, 
working, or sleeping, and there must be a significant limitation relative to what is common to the average person. 
The evaluator must describe the major life activity affected by the disability and describe how the disability presents 
a substantial limitation to academic performance. 

7. Recommendations for Accommodations: The report must include specific recommendations for academic 
accommodations and the rationale for those accommodations. A history of accommodations does not, in itself, 
warrant the provision of similar accommodations at SSCC. 


Traumatic Brain Injury (TBI) 
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Head Injuries or Traumatic Brain Injuries are considered medical or clinical diagnoses. Individuals qualified to render a 
diagnosis for these disorders are practitioners who have been trained in the assessment of Head Injury or Traumatic Brain 
Injury. Recommended practitioners may include physicians; neurologists; licensed clinical, rehabilitation and school 
psychologists; neuro-psychologists; and psychiatrists. The diagnostician must be an impartial individual who is not a family 
member of the student seeking services. 

Further assessment by an appropriate professional may be required if other disabling conditions are indicated. Appropriate 
accommodations are collaboratively determined by the student and the Office of Disability Services at Shelton State 
Community College. 

All reports should be typed on letterhead, dated, and signed. 

1 . Qualifications of the Evaluator: The evaluator’s name, title, and license/certification credentials must be stated. 

2. Current Documentation: Evaluation data must be no more than 3 years old. 

3. History to support Diagnosis: A description of the duration and severity of the disorder must be included. In 
addition, date of diagnosis, last contact with the individual, and approximate date of onset should be included. 

4. Assessment of the Cognitive Abilities and educational Achievement: The evaluator should provide an 
assessment of the student’s cognitive abilities, including processing speed and memory (post rehabilitation and 
within one year). Also, standard scores from individually administered, standardized achievement tests must be 
reported. The evaluator should assess reading comprehension, written language, spelling, and mathematical 
abilities. A description of current symptoms and current treatments must be included. If the student is taking any 
medication related to the disability, the evaluator should describe the impact of that medication on the student’s 
ability to participate in an academic environment. 

5. DSM-IV or ICD-10 Diagnosis: A specific statement that the student is diagnosed with a particular disorder, 
including the DSM-IV or ICD-10 diagnostic (numerical) code, is required. 

6. Substantial Limitation to Learning: The disability must limit a major life activity, such as walking, learning, or 
working, and there must be a significant limitation relative to what is common to the average person. The evaluator 
must describe the major life activity affected by the disability and describe how the disability presents a substantial 
limitation to academic performance. 

7. Recommendations for Accommodations: The report must include specific recommendations for academic 
accommodations and the rationale for those accommodations. A history of accommodations does not, in itself, 
warrant the provision of similar accommodations at SSCC. 

Further assessment by an appropriate professional may be required if other disabling conditions are indicated. Appropriate 
accommodations are collaboratively determined by the student and the Office of Disability Services at Shelton State 
Community College. 


Learning Disabilities (LD) 


Professionals conducting assessment and rendering diagnoses of learning disabilities must be qualified. A diagnosis from 
clinical psychologist, psychiatrist, neuro-psychologist, school psychologist, or learning disability specialist is required. The 
diagnostician must be an impartial individual who is not a family member of the student seeking services. 

The following guidelines are provided to assist the Office of Disability Services in collaborating with each student to 
determine appropriate accommodations. Documentation serves as a foundation that legitimizes a student's request for 
appropriate accommodations. The documentation must be in the form of a letter or report from the treating 
diagnostician. 

Appropriate documentation includes the following: 

1. Student information including name, social security number, date of most recent evaluation 

2. Evaluator name, title and credentials. 

3. Academic history documenting impact of learning disability. 

4. Neuropsychological or psycho-educational assessments: Data should include subtest and standard scores to 
support conclusions and should at least include most recent versions of a comprehensive intelligence battery and 
comprehensive achievement battery. 

5. Recommendations for Accommodations: The report must include specific recommendations for academic 
accommodations and the rationale for those accommodations. A history of accommodations does not, in itself, 
warrant the provision of similar accommodations at SSCC. 

All reports must include an interpretation of test results. Test protocol sheets, handwritten summary sheets or scores 
alone are not sufficient. 

Acceptable instruments - Aptitude/ Cognitive ability 

• Wechsler Adult Intelligence Scale III (or latest version). The WAIS is the preferred instrument. 

• Woodcock-Johnson Psycho-educational Battery - Revised: Tests of Cognitive Ability 

• Stanford-Binet Intelligence Scale 

Unacceptable instruments - Aptitude/ Cognitive ability 

• The Kaufman Brief Intelligence Test (KBIT) is not a comprehensive measure and is therefore not suitable for 
documentation purposes at SSCC. 

• Wechsler Intelligence Scale for Children (WISC): This instrument is not standardized for use with adults. 

Acceptable instruments - Academic Achievement 

• The Woodcock -Johnson Psycho-Educational Battery, revised: Tests of Achievement 

• Wechsler Individual Achievement Test (WIAT) 

• Stanford Test of Academic Skills (TASK) 

• Scholastic Abilities Test for Adults (SATA) 

• Specific achievement tests such as Test of Written Language - 3 (TOWL-3) 

• Woodcock Reading Mastery Tests - Revised , or the Stanford Diagnostic Mathematics Test 

Unacceptable instruments - Academic Achievement 




The Wide Range Achievement Test (WRAT) 



Mini-Battery of Achievement 


17 




(These are not comprehensive measures of achievement and are therefore not suitable for documentation purposes at 
SSCC.) 

Functional Limitations: Defined levels of functioning, limitations and recommendation supported by evaluation data. 

Diagnosis, including DSM-IV-TR code: Clearly stated diagnosis of a learning disability based upon DSM-IV-TR 
criteria and supported by several subtest scores which show a significant discrepancy AND are at least approaching 
one SD below the mean of the test (in most cases, the mean is 100 with a SD of 15.) 


All reports must be typed, signed, and submitted on letterhead by the diagnosing qualified professional. 
Documentation must be no more than three years old. 

Note: High School IEP, 504 Plan, and/or a letter from a physician or other professional will not be sufficient to 
document a learning disability. Medication can not be used to imply a diagnosis. 
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Attention Deficit Disorder (ADD) 

or Attention Deficit Hyperactivity Disorder (ADHD) 

All reports must be typed, signed, and submitted on letterhead by the diagnosing qualified professional. 
Documentation must be no more than three years old. 

Attention Deficit Hyperactive Disorder is considered a medical or clinical diagnosis. Individuals qualified to render a 
diagnosis for this disorder include developmental pediatricians, neurologists, psychiatrists, licensed clinical or educational 
psychologists, family physicians, or neuron psychologists. The diagnostician must be an impartial individual who is not a 
family member of the student seeking services. 

The following guidelines are provided to assist the Office of Disability Services in collaborating with each student to 
determine appropriate accommodations. Documentation serves as a foundation that legitimizes a student's request for 
appropriate accommodations. The documentation must be in the form of a letter or report from the treating diagnostician. 
Appropriate documentation includes: 

1. Student information including name, Social Security number, and date of most recent evaluation 

2. Evaluator name, title, and credentials. 

3. Evidence of early impairment: The condition must have been exhibited in childhood in one or more setting. 

Please include a brief academic history. 

4. Evidence of Current Impairment: In addition to the individual’s history, documentation of current difficulties must 
include the student’s clinically significant impairment in current social, academic, or occupational functioning. Must 
include evidence of impairment in two or more settings. Please include a description of how this individual is 
functionally limited in the classroom. 

5. Historical Information, Diagnostic interview, Psychological Evaluation: 

a. Developmental history, including history of symptoms 

b. Duration of severity of the disorder 

c. Relevant developmental, historical, and familial data 

d. Behavioral Assessment Instruments for ADHD normed on Adults; these should include at least two rating 
scales (with scores and summary data) completed by individuals other than parents (preferably teachers) 

6. Neuropsychological or psycho-educational assessments: Such assessments are necessary to determine the 
current impact of the disorder on the individual’s ability to function in an academic setting. Data should include 
subtest and standard scores to support conclusions and should at least include most recent versions of a 
comprehensive intelligence battery and a comprehensive achievement battery. (Note: Assessments such as 
checklists and rating scales are very important, but checklists, scales, or subtest scores should not be used as the 
sole criterion for a diagnosis of ADHD.) 

7. Recommendations for Accommodations: The report must include specific recommendations for academic 
accommodations and the rationale for those accommodations. A history of accommodations does not, in itself, 
warrant the provision of similar accommodations at SSCC. 

Acceptable instruments - Aptitude/ Cognitive ability 

• Wechsler Adult Intelligence Scale III (or latest version). The WAIS is the preferred instrument. 

• Woodcock-Johnson Psycho-Educational Battery, revised: Tests of Cognitive Ability 

• Stanford-Binet Intelligence Scale 

Unacceptable instruments - Aptitude/ Cognitive ability 

• The Kaufman Brief Intelligence Test (KBIT) is not a comprehensive measure and is therefore not suitable for 
documentation purposes at SSCC. 




Wechsler Intelligence Scale for Children (WISC) - This instrument is not standardized for use with adults. 
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Acceptable instruments - Academic Achievement 

• The Woodcock-Johnson Psycho-Educational Battery, revised: Tests of Achievement 

• Wechsler Individual Achievement Test (WIAT) 

• Stanford Test of Academic Skills (TASK) 

• Scholastic Abilities Test for Adults (SATA) 

• Specific achievement tests such as Test of Written Language - 3 (TOWL-3) 

• Woodcock Reading Mastery Tests - Revised , or the Stanford Diagnostic Mathematics Test 

Unacceptable instruments - Academic Achievement 

• The Wide Range Achievement Test (WRAT) 

• Mini-Battery of Achievement 

(These are not comprehensive measures of achievement and are therefore not suitable for documentation purposes at 
SSCC.) 

Diagnosis: A clear and specific statement that the student is diagnosed with ADHD and the accompanying DSM-IV-TR 
code is required. Must include DSM-IV-TR criteria upon which this diagnosis was established. Alternative explanations 
and diagnoses must be ruled out. 

Medication: Indicate whether or not the student was evaluated while on medication, and whether or not the prescribed 
treatment produced a positive response. Medication alone cannot be used to support a diagnosis. 

Note: A High School IEP, 504 Plan, and/or a letter from a physician or other professional will not be sufficient to 
document ADD or ADHD. Medication cannot be used to imply a diagnosis. 

Further assessment by an appropriate professional may be required if other disabling conditions are indicated. Appropriate 
accommodations are collaboratively determined by the student and the Office of Disability Services at Shelton State 
Community College. 

Please return any documentation or address any questions to the following: 

The Office of Disability Services 
Shelton State Community College, Box 280 
9500 Old Greensboro Road 
Tuscaloosa, AL 35405 

Office: 205.391.3958 
Fax: 205.391.3946 
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Establishing Services with the Office of Disability Services 

Your first step in requesting services will be to arrange an appointment with a staff member of the ODS office. It is 
advisable to make an initial appointment before the semester begins. The ODS phone numbers are 
205.391.2342 or 391.3958. If accommodations are needed to take the placement test, the student must schedule the 
appointment at least one week prior to the date of the placement test. Documentation should be brought to this interview if it 
has not already been received. To schedule a placement test, call 205.391.2976. 

What to Bring to Your First Intake Appointment 

Students who are seeking accommodations and services on the basis of a disability are required to submit documentation 
to verify their eligibility for services. Typically, a licensed psychologist, physician, or other appropriate professional provides 
the evaluation, diagnosis, and recommended documentation and reserves the right to require additional information to 
determine the nature of an individual’s disability. The ODS maintains the right to reject documentation that does not verify a 
student’s disability or delineate reasonable accommodations. See handbook for documentation guidelines. 

Documentation accepted by the ODS is valid as long as a student is continuously enrolled at the college. However, if there 
is a break in the student’s enrollment, he/she may need to present updated documentation to receive services. Disability- 
related information received to support requests for accommodations is treated as confidential and shared only on a need- 
to-know basis. The information may not be released to an outside party without written consent of the individual. 

Accommodation Process 

Adherence to the following procedures insures the best possible service the institution can provide. The Director of the 
Office of Disability Services meets individually with a student to discuss accommodations. The Director determines 
reasonable academic accommodations for a student, taking into consideration recommendations from the physician, 
psychologist or other professional who diagnosed the student’s disability. Accommodations previously used in educational 
settings with the student will be taken into consideration. Although some students may have similar diagnoses, each 
student is treated as an individually. 

The ODS recommends reasonable accommodations by preparing a letter addressed to the instructor of each class for 
which the student requests accommodations. 

An instructor is not obliged to provide accommodations to a student with a disability until they receive the ODS 
accommodation letter from the student. In addition, it is the student’s responsibility to discuss scheduling and details of the 
requested accommodations with the instructor(s). If a student delivers an accommodation letter to an instructor within a few 
days of an assignment or exam, the instructor may not be able to provide the optimal accommodation requested. 

Responsibility of the Student 

Receiving academic accommodations at Shelton State is a four step procedure: 

1) The student is to provide a copy of the class schedule at the beginning of each semester. Accommodation letters 
will be written. 

2) Students are to hand-deliver accommodation letters to each instructor. 

3) Students contact each instructor several days before accommodations such as extended test time and reduced 
distraction testing are needed. 

4) Students report any concerns about accommodations to the ODS as soon as possible. 
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Students with disabilities must maintain the same responsibility for their education as students without a disability. This 
includes maintaining the same academic levels, maintaining appropriate behavior, and giving timely notification of any 
special needs. 
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Helpful Phone Numbers 


Admissions Office 

205.391.2214 

Counseling 

205.391.2232 

Financial Aid 

205.391.2218 

Learning Center 

205.391.2984 

Library 

205.391.3925 

Office of Disability Services 

205.391.3958 

Parking/Security 

205.391.2377 

Vocational Rehabilitation 

205.554.1300 or 205.391.2907 


